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ABOUT THIS MANUAL

QUESTIONS:
'y

I3

This manual is designed to be used as a reference guide to help
the user in using the lowa Department of Education “State ID” web
application. This application will help the user to:

» Assign a unique statewide student identifier for every school
student in pre-kindergarten, kindergarten, elementary and
secondary public education in the state. This identifier is
called as lowa Student Number [ISN].

e Toidentify and locate a student from the statewide “ISN
Locator Database” either using the ISN or the basic details
of a student like Last Name and First Name.

This application is also called as “State ID System”.

This manual includes extra space on each page for the user to
make notes. We have also included some notes and tips that are
designed to highlight important topics.

For questions about the “State ID” web application, please contact:
Carla Schimelfenig by email at Carla.Schimelfenig@ed.state.ia.us
or phone (515) 281-3111, or

Betsy Lundy by email at Betsy.Lundy@ed.state.ia.us

or phone (515)281-3214.

To make it easier for the user to find information in this manual,
each topic begins on a new page.

NOTE: This box will mention things that require special
attention. The symbol in the left column indicates an
important note to remember.

TIP: This box will include useful advice as the user work
through the System. The pointing hand always
indicates a "TIP".
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lowa Department of Education

Web Application: Unigue Student ID [State ID]

IMPORTANT TERMS

A number of terms will be used throughout this manual that may be unfamiliar to the user.
Take a minute to review these important terms before beginning:

Term

Meaning

Batch File

An Operating System file that will contain a group of
student records in a pre-defined format. Four different types
of batch files are used in the “State ID System”. They are:

Input “Student Info” file

Output “IDs Assigned” file

Output “Errors to Fix” file

Output “Near Matches/Duplicates to Resolve” file

rwnE

Refer to “Input and Output Files Interfaces” section at the
end of this document for more information about these
types of files.

DE

lowa Department of Education

Edit

An action to be performed by the user for fixing any data
validation errors in the input student record before the ID
assignment process. Users will be in a position to fix these
errors using “State ID System” online screen interface.

Error

Incorrect / incomplete / missing information in the input
student data identified by the “State ID System” validation
process. Errors on the input records need to be fixed before
creating ID for a student.

Gender

Indicates the gender of the students being reported, either
Male or Female

ID

Same as ISN

Identifier

A number that represents an individual

ISN

lowa Student Number; a 10 digit state-assigned ldentifier
for every PK-12 public school student in the state

ISN Locator Database

The database used by the lowa Student
Identification/Locator System. This database includes the
ISN and student identifying information.

© 2004 eScholar L.L.C All rights reserved. Page 4
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The software, processes, and documentation that allow for
the location and assignment of the ISN.

A fractional value (less than 1) that represents the matching
Match Probability level of a pair of student records. “State ID System” gives

this value as the outcome of matching a pair of student
records using probabilistic methods

The No Child Left Behind federal legislation signed into law
NCLB
on January 8, 2002.

Match probability that falls in a given range. This range is
lower than the “Duplicate” range. Example: All matching

Near Match ; .

outcomes reported with a Match Probability value between

0.4 to 0.9 may be considered as “Near Match”

Match probability that falls in a given range. This range is
higher than the “Near Match” range. Example: All matching

ISN Locator System

Duplicate ) -
P outcomes reported with a Match Probability value between
0.9 to 0.9999 may be considered as “Duplicate”
Probability of Match Same as Match Probability
PK-12 Grades pre-kindergarten through 12™.
Radio Button A screen interface in most applications that allow a user to
choose only one choice from a group of many choices.
The column that normally appears in most of the screens in
Status Column the “State ID System”, that displays the current status of a
batch
State ID Same as ISN
A software application that administers and maintains
Student Information student information in a school / school district, such as
System (SIS) Enroliment, Scheduling, Attendance, Accounting and Grade
reporting.
Unique Student ID ,IBéandentlfler used for only one individual student. Same as
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The “State ID” Web Application

® Opening the Web Application

® Functions Overview

® Processing a Batch File

® Processing an Individual Student Record

® Searching for an Individual Student

® Extracting & Downloading Output Batch Files

® View/Continue Processing Files Previously Uploaded

® Appendix A - Error & Informational Messages

® Appendix B —Input and Output Files Interfaces

® Notes, Comments and Suggestions

® Quick Guide to Assigning “ State ID” for Batch Files

® Quick Guide to Assigning “State ID” for Individual
Students Online

® Quick Guide to Search for an Individual Student

Online
® Quick Guide to Downloading Output Batch Files
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OPENING THE WEB APPLICATION

LOCATION:

ACCESSING THE DOE WEB APPLICATIONS WEB SITE

To access and use the “State ID” application, first the user needs to
login to the IOWA Department of Education Web applications web
site. The URL for this web site is:

https://www.edinfo.state.ia.us

The user needs to open a web browser and enter the above URL to
access this site. The lowa Department of Education advises the
user to use either Microsoft Internet Explorer or Netscape Navigator
for working with the department’s web applications.

TIP: The user should not use the “Refresh,” “Back,” or
“Forward” browser buttons with this web site. There
are links on every page to direct the user to other
screens.
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Web Application: Unique Student ID [State ID]
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LOGGING IN TO DOE WEB APPLICATIONS

After opening the browser and entering the URL, the user will see
the following Login screen:

Edit  Wiesw Favorbes Took Helo

lowa Department of Education E

IDOE Web Application Server

.:}-.I Thiz Site |8 Secured By Encryption
D HOT USE YOUR REFRESH, BACK, OR FORWARD
HHOWSEH BUTTONS WHILE USING THIS WEBSITE!

Please enter a Login P assywoed
and Chik an the sulbimil butlon

Logimim [

Password |

Subimi |

Plaass eiter & Lodgin 1D and Password
and click on th Swlimit butien

Thsrs broswmsre oun ba obininsd 5 ra oot By ollc lirg onthe sppropn sis
ioon balowe

[ ..E] oerTEE =l

[ R g N R RS LR R .

O Enterthe login and password that was assigned to you by
the Department of Education

® Clickthe button.

Page 8
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SELECTING THE “STATE ID” WEB APPLICATION

Once the user has successfully logged in, the main “APPLICATION
MENU” screen similar to the one below will be displayed. On this
screen, the user will see a list of all the applications the user is
authorized to access.

:;l.'ll.ll'.l“l.dlil.ill‘.'l i - Ficrosoll Tnternel Exploner N __.J_ﬂl_ﬂ
| Fle Edt Vew Favortes Tock el -
| doBack « = - @[] | Doearch [EFaveries PHstey P D S B |
M. < 0w |

=l

lowa Department of Education S
APPLICATION MENL
'Lugin: 00049 User Building Lsar 1 . O00S.01017
AFE OH STATUS | uEpate

|
ﬂj ‘ Available ‘
Bt ‘ ‘

0 Click the |[State ID| button to enter the “State ID” web

application

® Click to logout from the Application Menu
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START WORKING WITH THE “State ID System” MAIN PAGE

Once the user chooses the “State ID” button from the
“APPLICATION MENU”, the “State ID” application main page will
appear and it will look like the following screen:

chodar Linkg- 10 Spstem - D - Sicrose Inbernet Enphorer
B Edt Wi  Faedibes  Took  Hep

tek = % - D[] A Dewch arweess Proy 2 D o &

j
~i \ I"':_- ) —
8 lowa Department of Education s

Student Identification and Locatar System
STATEID
Crrrant Lagin: 0009 Locstan: G00%-0150 Eastam Yalley High Schaal EHTl
Select Process o Begin 1D Asignement
Upioad Bsich Fie | Erar indisidusl Studom | Search chidusl Sudest | Exienci & Ciowriced Baich

Wimw Condinue Processing Files Previsushy Upleaded wih the fallrsing critena
Pracessing Methsi: Procassing Staga:

% Baich " Onine From: [S080004 | ] To: A0S 004 |3 Ja =] Submi

P nawi s
arvedl Farfa b rmaderd m e esd] BOSETELLU

The “State ID” main page consists of two main sections:

* The top section contains command buttons that allow the user
to upload batch files, enter individual student records, search for
students in the “ISN Locator Database”, and to extract and
download various types of output batch files from the “ISN
Locator System”.

* The bottom section provides the user access to all batch files
(or) student records that have been either uploaded into the DE
Server or entered online earlier. This screen will show the
current status of each batch and the next action to be performed
with a command button in the last column that will allow the user
to continue with the remaining process of “State ID” assignment.

@) NOTE: The “State ID Home” button, provided on all

subsequent screens within the application, will allow
the user to come back to this home page at any time.
Once in main page, the user can choose to perform
another function or exit from the application.
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FUNCTIONS OVERVIEW

This main page is the starting point of the “State ID” application.
Users will perform a desired function by clicking on the appropriate
button.

UPLOADING A BATCH FILE

Using this button the user will upload an input batch file to the
Department of Education server, take the entire file through the
“State ID System” processes and create a “State ID” in the “ISN
Locator Database” record for every student. This batch file should
have been extracted earlier from the local Student Information
System.

ENTERING AN INDIVIDUAL STUDENT

Using this button the user will input the required information of a
new student online and assign the “State ID” instantly. This feature
will be used for assigning “State ID” for students when the numbers
of student records to be processed are very few. Some example
scenarios are:

a. A student moves into the State for the first time during the middle
of the year

b. A student record earlier fed in a batch was canceled at data
validation stage by the user for want of missing information like
Date of Birth. Later, after collecting this information, the user wants
to assign the “State ID” for that student

SEARCHING FOR AN INDIVIDUAL STUDENT

Using this button the user will be in a position to search for an
individual student record from the “ISN Locator Database”. This
function can be used either to verify the details of a student given
the “State ID” or verify the existence of an ID for a student given the
student details like Last Name and First Name.

One of the usage of this function will be to verify the existence of an
ID / details when a student comes for enrollment to a school.

© 2004 eScholar L.L.C All rights reserved. Page 11
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EXTRACTING AND DOWNLOADING OUTPUT BATCH FILES

This allows the user to Extract and Download three different types
of output files from the “ISN Locator System”.

* Errors to Fix
* Near Matches / Duplicates to Resolve &
» IDs Assigned

VIEW/CONTINUE PROCESSING FILES PREVIOUSLY
UPLOADED

ViewContinue Processing Files Previously Uploaded with th follewing criteria:

Processing Methad: Processing Stage:

& Batch © Online Frum:ﬂ To: [19/08/2004 O [a =l Bubmi

This section shows all batch files that were uploaded earlier or
entered online by the user.

By default the application shows all batch files that were earlier
uploaded or entered online. Users will be in a position to restrict the
batches displayed by entering/choosing the filtering options
available on this section.

Batch: Shows only the batch files uploaded
Online: Shows only the batches created by the System for the
student records entered online
From and To Dates: Restricts the display of batches uploaded or
entered online during this duration. By default shows all batches —
from the earliest to the latest
Processing Stage: Restricts the display of batches that are
currently at a specific stage of processing. Possible stages are:
All: All ID creation stages — the default option
Validate data: File Uploaded. Begin Validation Stage
Fix Errors: Data Validation Incomplete. Fix Data Errors
Assign “State ID”: Data Validation Complete. Ready to Assign
“State ID”
Resolve Near Matches / Duplicates: Near Matches/Duplicates
Found. Resolve Near Matches/Duplicates
Download “State ID”: IDs assigned. Download “State ID”

I@ TIP: For every student record entered online, “State 1D
System” will create one batch. This batch will contain
only one record — the corresponding student record
entered online

© 2004 eScholar L.L.C All rights reserved. Page 12
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PROCESSING A BATCH FILE

UPLOADING THE BATCH FILE

Click the Upload Batch File button to start processing a batch file

for “State ID” assignment.

* EdE Vew Feoies Tock  Heo
bk v o= - Q0 [ Dysewh [EfFewie ey | D G ] 5

_— 1. 0

<]
lowa Department of Education IE

Ftudent ldentification and Locatar Systern

STATE ID
Currarg Loging 0009 Locsbion: SODI-GLO1 Derbam Valley High Schan ﬂ
[} Amsignmesd
Emterindreidusl Suden Soarch indridusl Shidant | Extart & Dosmicead Baich |

# Frocessing Files Previoushy Uploaded with the following crbenin

Processing Mathod: Processing Stage:

& Batch  Onlime From: 500200 |7 qp; 05005004 7 e = Elh'ﬂill

Fer sawi sz
el [l Sl o Gl 1RSSR ST

This will take the user to the screen where the user can browse,
choose the batch file on the local System and upload the same to
the Department of Education server.

@) Note: Prior to uploading the batch file for “State ID”
assignment, this file should have been extracted
from the local Student Information System and

stored in a pre-defined location in the local computer
System.
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;I'ﬁlhl-l-llllq-l:' Siystem - ems - Microsoft Inbernet Explorer

Fleé EM ‘Wew Foartes Todh Hee

ﬂ_f]ﬂj {mmarch  _ijFavorksn

ey |- I W 2 &

This will return the

lowa Department of Education

CumsnT Login: SO0F Lecatian: SO0R-0304 Esctsm velbey Hgh Schiesl

user to the “State
ID System” main

Ftudent |dentification and Locator System

Ugpload Bateh File

o

File 1o Upbnad: ||I V0o cuments: and Setingsd bedksdDes ko m0H_0100 5

G X

Forr mitw

In order to upload a batch file, the user should first
locate the file in the local computer System. Click the

button to see the local System’s directory
structure.

A new window will open and show the local System’s
directory structure as shown below. Browse through the
directory structure and choose the directory/folder where
the “State ID” extract file/s were stored earlier.

boskix [ & e Compune = Bl =] =l
= Floppy J&:) = Globhslthee on EdiDaeia’ 84

& ] SPE dehare on EADala” [P
o S E dogroasp on EdWD sty 150
8] ¥ pomhin o T oD st sl e L]
Apnr an Ed' IF:)

s spabin or EdhDalaE duseds” [H]

Choose the correct file to be uploaded and click the
button.

Once the file path is in the “File to Upload” text box, click
the button. This will upload the batch file to the
DE Server for subsequent processing.

§

S | D Home: |

NOTE:

If there are errors while uploading, they will be shown
in detail in the Status section. Please see the “Errors
& Informational Messages” section at the end of this
document for further instructions.

© 2004 eScholar L.L.C All rights reserved.
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VALIDATING THE DATA

If the batch file upload is successful, the following screen is
displayed.

Fls Foi Vess Fesaries  Tock  felp
dimd - = - G 3] 0 ibeech [aifeis (Beeoy - oF B 5] B

Frdwm 3§ : This will return the
user to the “State 47

ID System” main

lowa Department of Education IE

Student identification and Locator Systam

Upload Batch File \

Currged Lagin D500 Leegtisen: D001 -030] Fantern Saligy High Trhasl Stmim D Homs

liplnad Daie Siaiug
S TH TR @ Filie Wb, Bagin Walidsan Suiga

\

\— | Current status of I Total number of

the batch file records in the
batch file

O 1 display the status of the batch file and its records at this

time click [Batch Info. This will display a pop-up window

similar to the following one:

BATCH IHFORMATION
Batch Mumber h7
District 0003
School 0101
Transmizsion ID Do 252134
Extract Date 31 /004
Eustract File 1 000 0107 .t
Craation User 1D Inoce
Creatad Date D5/08004
[
/ ®  The user can now proceed to the next step “Validate Data”.

/ by clicking the Malidate Datal button. This will load the batch

ok Mere o close file from the DE server to the staging database tables, where

the batch
information window further validation checks are performed on the data.

NOTE: The Status column will always show the current status
@) of the batch being processed and will guide the user
for the next action to be performed. The “Next Action”
column will have a command button to enable the user
to initiate the next action.
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When the user initiates this process step by clicking the
Validate Datal button, the “State ID System” displays an
intermediate work-in-progress page as follows.

[} s hadent [drnttier and | neator System - Phorosolt Infermet Eoplorer =& =
| e Edt Vew Faomes Tods Hep | &
[P - ) - =] (2] fa| s i et | 0300 5 LB B
[ Adaress | =
|Linkn ] CumtomipaLinks @] Locabhont Ursm 10 4] Hotrmad

"'ﬂ'—“ i, =

) .E;' lowa Department of Education

iy R

Student ldentifier and Locator System
| IMPORTANT
Chaty e lidticn & in pra g Cn platian, you will be quided

Tar your mexn pction,

PLEASE WoIT FOR THIS PROCESS STEP TO COMFLETE.

DO NOT WEE REFRESH, BACK, OR FORMWARD BUTTONS!

Far swnintance
gl Canlp Sohimefenig of cel S5 BRI
or sl Bty Lndy or a3l (598} 3813514
or smadl Sandy Gahn or cadl (292 2644733

Depending on the size of the batch file, the validation
process is likely to take some time. It is essential that this
process be allowed to complete without any intervention.

Once the validation completes, the user is automatically
taken to the next page where the validation outcome is
displayed and the user is guided for the next action.
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VERIFYING THE STATUS OF VALIDATION

On completion of the validation process, if the batch file contained
one or more records that failed validation, the following screen is
displayed. The user needs to fix the records that failed validation
before submitting the batch for ID assignment.

T s
I S O I R SN, o - O This will return the

copah v = - () 0 A | et [Erawta JJweey e S 2| A user to the “State

ducirwms [ ID System” main

pi=1r
P r
I d
h - ' .\.._:

Egvrmrd Larg s EIRY Lomialimi

| =
lowa Department of Education | IE:

Stsdent Mentfcation and Locator Sygtem

Wakdate Data \
Sate D Homs I

AP -OLE] S aders Vailep =8 gh Sohmel

Uil Ciatis Slatas Reatiliist of lecaik s oy
T Dats Wadidatiss Inmpleis, Fis Dete Frees i ] @
\ fth \— Number of records that failed
Eu”ﬁ?_tl status of the validation is shown in the top and
atch file the total number of records in the
batch is shown in the bottom
O 1 display the status of the batch file and its records at this
time click |Batch Info|. This will display a pop-up window
similar to the following one:
BATCH INFORMATION
Haickh Humbar 7
Distnel oo
Erhaal RETe This displays the number
B o 1T TN of records in the batch file
- that are valid and that can

Exirect Duje B3T0H004 be considered for ID
Exbraci File A_OOOES_DA07 A assignment process.
Ciaabion | Bage |D oo
mated Cinin IS DEy, 1_.1Il:'|l
Total Recoids h2 o

BATCH STATUS This displays the number
NAfatting iex 1 AGsgrrmaT of records in the batch file
ATy T that are invalid and need

t ikt @ to be fixed.

Click here to close
the batch
information window

J

£

The user can now proceed to the next step “Fix Errors” by

clicking the button. This will take the user to the

next page where the user will review and fix the records that
failed validation.

NOTE: If no errors were found during the validation process,

the user will be directly taken to the “Assign State ID”
page.
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VIEWING THE VALIDATION ERRORS

This screen is displayed when the user clicks the “Fix Errors”
button. This screen will show all the records in the batch that failed
validation. Each record will have hyperlinks and “Edit” command
button, to enable the user to choose the corresponding record for
review and fix. These records need to be addressed one at a time.

W rtabiar Uneg 10 Spstem - o - Sermall iemet Esglarer

Fim ES ‘ew Fradied Took Heib

deiea = o= - QA A Bibeeerh CalFetes o | e Shml o B
sty This will return the ]
user to the “State ‘
T ID System” main i
% lowa Department of Education E
Etudent Identification and Locator System
Fix Emors

Carreerk Leging D00 Logeiio=- GH1F-0L0OL Earbarr Yelige Hg® Sohaod

1 Stmdend Ao ardy in Tic
L FTE N IT R T Y il e [T, 1 D Or iem Aundai
=S (L 1) L THLY TR Fhasas
F 10 raEd [

© 1o address these records click the button or click the
Last Name or First Name hyperlink of a record displayed.
This will open up the “Edit Student Record” page:

NOTE: All records that failed validation in a batch must be
reviewed and fixed for the batch to be considered for
@) “ID Assignment” process.

l@ TIP: The hyperlinks in Last Name, First Name and the Edit
command button, all perform the same function — take
the user to the “Edit Student Record” page.
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B Stusleni |feriil i sbon and Lacs

ADDRESSING THE VALIDATION ERRORS

in a batch one at a time.

for oyl irgaah leiereal Caphe o

This is where the user will address the records that failed validation

Fe df Veu Fewitm Tk FElp

abas v

o B

Dot agrevotem frmwy  Zhe @ 2] §

.H:lml

This will return the
user to the “State

i ID System” main
@ lowa Department of Education l'
Student |dentification and Locator System
Fix Errors
e A : Displays the 5
Cuavend Lage Bl Lot BB DAL Rarteer Valley High @ status of this e 1D HiamaE
record.
Eifr Sl il Recand
iy pwrrn e dirs shinelsl slan be smads In peun lecsld Snidsm nlermatian Spaem

Pk | gy Bawy Lt by Tanszn e

Aunsgy |--w-'.: =} Tupi T Pab |-'E,'1t|i 1] _r, LI |_--_._'| W OF e ekl Ofalii =| ot Cady 1

P, i ¢ (AR TUR§ Tk BT S foond Wlasdawi B~ k- LT R Dy I =|

Erwds Lawel 10 roC pEREELC ] i'
" Papmnd ey By Apemweg i P 5
\\
o | Notes which fields Displays a counter of -
J are required. how many records

Displays the are left to Fix
validation error.
When multiple

errors were found
in arecord, all the
errors are
displayed here,
each delimited by
a“y”

Fiost Waras: | o5 mos
Gendes " ||FEHSLE TI
ST

Lammant

o

To Fix Record: make the changes for the errors shown in
the Comments box; once the changes are made, click the
Update Student Record| button. An updated record will be
shown as follows. Verify the details of the updated record
and click Select Another Record| button to go back to the
previous screen to select another record to review and fix.

Edit Stisdent Fecond
Student Record Seccessiully Updated. Plasss Click Select Another Recard to cantines.
e ar  |L Last Hars * FARMER Faain
Pate 06 it (08 =] 14 201350 =] R | BLACK, HOT OF HISPAMICORIGH = fah, Cedni® | (N07
SEH TG B 2 — nfumm: L — [ =]
| 3

Lipdete Shidant Fesond

| Cﬂﬂl:ﬂlﬁlLﬂEll'ﬂ Facom Belect Ancthes Flacand ]

" Rl bl To kb2

Comments field is now -
empty that the error has
been resolved

“Successfully Updated”
confirmation message

’ lhu7| Rmuiiningle Fid o3

Counter now reflects the
new remaining number of
records to fix.
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® 1o cancel arecord Click the [Cancel Student Record|
button. The “ISN Locator System” now marks this record as
canceled and shows an updated version of the record as
follows. Verify the confirmation message and click
IAnother Record| button to go back to the previous screen to
select another record to review and fix.

Edit Lnsd it Record
Seuilam Record Successbally Cancaled. Please Click Salect Asvther Recond o confinue.

Flsl Bt |1y Wdda Hama: 7 mem/' LEOKARD .
Bardar” | =] pomcrmee [« <l =] Elhmhl/ |'WHITE, MOT OF HEFSMICORIBIH =] Zob. Cedu:® | D
P, Dt * | [0T3 EEH 8 B L:rll?,%-ﬂlllll:l 110357063 Sedn: [oi =]
[=1 5 S ’ 4
Updete Shident Fecod Lm:nlf’ilu:lnrrlF.c:-o'd | < Select Another Aecord >
e ——m
" Aagadred daldr / jklhlhﬂll e |
Counter now reflects the
“Successfully Canceled” — new remaining number of
confirmation message records to fix.
NOTE: Do not use the Cancel Student Record button unless
you do not have, or cannot get, the correct information

for the at this time, or if you do not want to hold up
processing the batch file for one record. A canceled
record can be entered online using “Enter Individual
Student” button later once all the information is
available for the student.

©® o skip this record at this time (to subsequently review and
fix), click the [Select Another Record| button. This will return
the user to the previous page where the user can view the
remaining records and select another one to fix.
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A

ek SudernT Faood | Cancad Shusant Racoid |w_]
“ Ferbannid Fabdi Fmom il B P b b s
Counter now reflects the J

new remaining number of
records to fix.

@ Once all the records have been reviewed and fixed, |Select
Another Record| button changes to Proceed to ID

Assignment|. Now the user can proceed to the next step —
initiate the “ID assignment” process.
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Fila FEdt ‘daw Favoriba

ASSIGNING “STATE ID”

After all validation errors are addressed, either by updating the
student record or by canceling the student record in the input batch
file, the user is taken to the following screen. The user is now
ready to initiate the “ID Assignment” process using this screen.

3 rfhchalar Unig-10 %y stem - Demo - Ficrosolt Intemet Exploner

Teck  Flsip

Upload Dain
[T

Balch Inés )

5 e wb - I - - o - d ; This will return the

— DD 3| Qiewdh Weoetes Pty | - S B user to the “State —
e ID System” main ‘
_ page ‘

@ lowa Department of Education | F
Student ldentification and Locatar System ‘
Fix Errors \

Sgrrenk Laging GI0¥ Locetian) 000% 0LOL Eartem Yallep High Schoel Stede D Home

Sl Mumhber of Records  Hest Action

i

] Number of records that will be
considered for ID assignment is
shown in the top and the total
number of records in the batch is
shown in the bottom

Dgia Validadion Comgleie. Hesly o Asslgn Ssie |Ds

Current status of the
batch file

To display the status of the batch file and its records at this

time click [Batch Info. This will display a pop-up window

similar to the following one:

BATCH INFORMATION
Hatch Mumbaer [17
Distmc nom
School o1 'I
_T’-"“i"'"“i“"' o _I:I]]’1 2B '~  This displays the number
Exfract Dake 030 Z00nd / of records in the batch file
E [ that are valid and that will
Extract Fila _1r_tlIEl_tl1|:I1.m be considered for ID
Craation User 1D 0o assignment
Created Date O5DEC00d
Total Rea;ords h=2 | This displays the number of

records that were canceled by
— KNSRI o = the user at the validation stage.
Wailirg for 1D Agsagnrmedn n These records will not be
Cancalad st Fix Erors 1 considered for ID assignment
e

Click here to close J
the batch
information window

To begin the process of assigning IDs to the records
identified as “Waiting for ID Assignment”, click the
button. This process will de-duplicate every record
in the batch file with the “ISN Locator Database”.
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When the user initiates this process step by clicking the
IAssign State 1D button, the “State ID System” displays an
intermediate work-in-progress page as follows.

T Huwiert Boabier o Locabor Sysoe Hi al=
- = »
-._;im- 3 - =] P Froricy ool £ N E 3
Bk =] e
rin ] Cuosmizmlnks ] Lasslusk Ungue T ] Hoimad
@ lowa Department of Education I%l
Siudent Idenifler and Locator System
INPORTANT

Il Fasigrrrssnt i in progreas. Thiv proceas stap (e lRaly o iaks
sevanel misvEn dapeasdng on tha sice of 3 baich Hie. On
e plaidd oo, yimn vl | i g bdad Pt ypaus el eetion.

I chels et b o UiTve s ol O i g vhis pesricad [rhes mrog S Bags pae s wlien

pressmaing large hach flea), gimply clvas they Browser mad chech
item mindin: abier m lew Boure.

FLEASE WAIT FIH THIS PROCESS STER TO COMPLETE,

Ly HiG | sE HEw HESH, Sell b, DB PO e L 280 RO

For s unbares
s o e B meg o msi PN BT
o i D e Ly o 2l | S 28D il
B et Gy G g e | 50 B 204 TR

e
J@:
bt ool

] Dene Al Ll e

lu)

Depending on the size of the batch file, the ID Assignment process
is likely to take some time (larger files may take several hours). It is
essential that this process be allowed to complete without any
intervention

Once the “ID Assignment” is complete, the user is automatically
taken to the next page where the validation outcome is displayed
and the user is guided for the next action.

Depending on the outcome of the de-duplication process, the “ISN
Locator System” takes one of the following 2 actions for each
record in the input file.

a. If there is no matching record in the “ISN Locator Database”, a
Unique “State ID” is assigned to the student and the input
student record is added to the “ISN Locator Database”.

b. If the record encounters a “Near Match or Duplicate” in the “ISN
Locator Database” , the input record is marked as “Waiting to
Resolve Near Matches/Duplicates” and an ID is not assigned.
The user needs to review this record and resolve.
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REVIEWING THE OUTCOME OF ID ASSIGNMENT PROCESS

On completion of the ID assignment process, System displays the
outcome of the process and guides the user for the next action. If
one or more “Near Matches/Duplicates” were encountered, a
screen similar to the following one is displayed and the user is

guided to proceed to resolve these cases.

2l i holar Ureg-10 fvsitam - Dame - Sioros ol Indbs resst Eaediorr

Fila  Eod e Fawvoricas Tools  Heio
e Bk = o= o QR E] S 3R Teech (P esoris
Ak

aoltieiory | Ly S B0 = &

e,

] d

i
i

This will return the
user to the “State ——‘—
ID System” main

lowa Department of Educatic..™ ‘ I

|
Student Identiflcation and Lo-oabor System ‘

Assign State ID |

o

T ey 0 Lreratdarg D000 Peabarn Valay High Saoboed Sremaes 10 B el
IJFIn:r.l [ET E - MHumbss of Records | (Hest Acilon
TR A Boi=h Info il P e 0 [haip linstie-e Foid R Hazokw Hoor Lisicsas [ L N
\\ /
\
L | Current status of the — | Number of records that need to be resolved for
batch file Near Matches / Duplicates is shown in the top and
the total number of records in the batch is shown in
the bottom

To display the status of the batch file and its records at this

time click [Batch Info. This will display a pop-up window

similar to the following one:

ATCH INFORMATION
Batch Humbar T
it amiiaie ~———  This displays the number of
St il / records in the batch file that
Transnyesian |0 a7 22134 / were assigned a “State ID” .
Eafact Lisis (1R TgRife i i ]
Entracl Fils o O0IE_ 0109 1=1
Capmion Uaer 1D 03
rmmind Cowim 1 ST — This displays the number of
[Tl Rl 13 / records that encountered

HATCH STATUS duplicates or near matches.

Cwrcsied ol Fix Ernm 1 These need to be resolved in
i Amagnad - Hi Msich 10 order to assign an ID.
WWakesp 10 Rasaksr Mo Maiores 1

i
(2

Click here to close —
the batch
information window 9

The user can now proceed to the next step “Resolve “Near
Matches/Duplicates” by clicking the |Resolve Near|
IMatches/Duplicates| button.

= [1P:

If no “Near Matches / Duplicates” were encountered, it
represents successful ID assignment for all the
validated records and the user is directly taken to
“‘Download State ID” page.
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RESOLVING “NEAR MATCHES/DUPLICATES”

This screen is displayed when the user clicks the “Resolve Near
Matches/Duplicates” button. This screen will show all the records in
the batch that need to be resolved for “Near Matches/Duplicates”.
Each record will have “Review and Select” command button, to
enable the user to choose the corresponding record for review and
resolve. These records need to be addressed one at a time.

'ari:hnl.lrI.Iri|1-1n-=':-'-drm-llrrn-:-Hrrnlﬂ':ﬂrﬂuﬂ'ﬁq’ﬁfﬂ
Fis [k Misw  FPaworbss Toolr bl
= Back = =% - (@) [ <% | hosach [&fFevocism ety | e O W (=] &

|

This will return the q

lowa Department of Educatio . o te st |

ID System” main |

Student Mdentification and Lecator System

Resolve Near Matches! Duplicaies ~

Surrmek Loging 00 Locstion: OO0 0101 Esatam Yalley High Schaal S 10 'JIWE'

1 Siudami Rocord Moods H
[Lan Hame Fim Hams kg HE e v [aia O R Ciaivdini 'I
a0 TE BE LA E B 1 FEMLLE

———

© 1o review and resolve a “Near Match/Duplicate” record, click
on the |Review and Select| button. This will take the user to
the “Resolve Near Matches/Duplicates” screen, where the
user will be in a position to compare the input record with the
reported “Near Match/Duplicate” records and resolve each
case.

@) NOTE: All records reported as “Near Matches/Duplicates” in

a batch must be reviewed and resolved. Only after
this will the user be in a position to extract and
download the “State ID Assigned” output batch file
that will contain the “State ID” assigned to the
individual students in the file.
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This is where the user will review and resolve each of the “Near

Matches/Duplicate” records reported by the “ID Assignment”
process.

! e4rhalar Lindg- 00 Sysbemn - Dema - Merosalt Infemet Deplores

Fla Edk Vena Faewim  Toch  Falp

= - @] A Bsewh CEireote oy

+ Bk =
ﬁh-lh

HrawmE i

This will return the —

user to the “State ‘\

ID System” main ‘
page ‘

lowa Department of Education |

Student ldentification and Locater System

The match
probability and type
of match (Near

Resolve Near Matches! Duplicates

Caardnt Lagei. POOY Locebion 00804 08 Fadatam Wallisy High S danl

D Hamsa
Match or Duplicate)
reported by the ID
This is the Student Records so Review and Fix Assignment process
record that st Hurea Hirfl Harn Madliy Hama Auhlin O aln £ By fapdai
needs to be =
oaTr LA HE K 1 DN FE e s
Aasign Seleced Crmmin NewlD' |  CancelFecord | SelectAscther Flecond
This section Heai HachewTuplicates Found
contains the L v Middis Hams BT Dais O Birdh Garedal Dichict Cods Sonvaal Cade ek Frababd by
corresponding r Moo n | R FEMALE 00 o 0 993 A TCH]
“Duplicates /
Near Match” ) ) ]
records O 1o compare in detail the record to be resolved with a
corresponding “Near Match/Duplicate” record, click on the
hyperlink either in the Last Name or First Name of the “Near
Match/Duplicate” record.
Shudertl Idertficafion erd !.ﬂ:l1:' Syalam
Hunorben Hwar Maichee! Dupicsten
Tumed Loys BN Lndss FAFCL Bades (e M i Tioie D Ho=s |
Stadent Fwvand fpay Sn
This is the b HiLa ey W et [FTiTR, s
record that fe— ] [ [ £ -y e -
needs to be i TERALE o 0 e E T e WAL M7 O VT T = ]
resolved LhT= P — ™ dmir n
e IRk J
Hew Mgiche [hrpirsin Samird
This is the e e HeH B n List Wik s s
selected Near b i e [ Bt gl
Match/Duplicate e AL . VLR F—— ST T OF o el 3G T xm
record from the Pl ] e e 1B s B
“ISN Locator
Database” A 2
G il i L R AL 0N

(2]

< = L et has b rrraa i >

To return to the “Student Records to Review” screen and

resolve this case, click the Return to List of Near Matches|
button
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Using the above two screens, compare the input record that need
to be resolved for “Near Match/Duplicate” along with the reported
“Near Match/Duplicate” records (shown in the bottom section), the
user will take any one of the following actions to resolve the same.
If a given input record can’t be resolved unambiguously by looking
at the information displayed, the user needs to analyze the
matching pairs offline by collecting and comparing more information
outside the “ISN Locator System”.

[MooTZ [MELANIE |R | |10/02/1989 |[FEMALE

| Assign Selected Create Mew ID Cancel Record Select Another Record

Near Matches / Duplicates Found
| |LastMame |First Name |Middle Mame |Suffix |Date Of Birth |Gender |District Code [School Code |Match Frobability

|f" |MDDTZ |I'I.I1ELANIE |R | |'1D.l'02.l"|939 |FEMALE |UDDB ( 01015 0.999 [MATCH]

I@ TIP: If the matching student is in a different school

district/school, the user may need to contact the
corresponding agency. In this case, the user
can get the contact details of the concerned
agency by clicking the “School code” hyperlink.
A pop-up window will display the contact
information as seen above.
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[MooTZ [MELANIE |10/02/1989 |[FEMALE

| Shssugn Selected D @e Mew ID CCancel Re@ @Annther@

Near Matches / Duplicates Found

| |LastMame |First Name |Middle Mame |Suffix |Date Of Birth |Gender |District Code |School Code |Match Frobability

|r !r-.-1::TE !r-.-1EL-"—‘\NIE |H | |1D.-'EIE-'1E'EB |FEMALE |EIEIEIB |:I1:l1 |EI.BE'E'[MATEH:

Based on the analysis:

©  ifthe user determines that one of the students listed in the
bottom “Near Match/Duplicates” section is same as that of
the input student whose record is being resolved, the user
needs to assign the “State ID” of that matching student to the
input student. To perform this action, select the radio button
of matching student from the bottom “Near
Match/Duplicates” section, and click |Assign Selected|
button. A popup appears asking if the user is sure that this is
the same student. The user will click [Yes| to confirm it is, or
click No| to cancel the action.

When the user clicks , the existing ID of the matching
student is assigned to the input student, and the matching
student’s record information is logged in the history table. A
new ID is not created, since both the records were identified
to belong to the same student. When the user clicks , no
action is taken and the input record will continue to remain
as “Waiting to Resolve Near Matches/Duplicates”.

® I the user determines that none of the records in the “Near
Match/Duplicate” section matched the input batch file record,
the user need to assign a new ID for the input student. To
perform this action, click the [Create New ID| button. This will
assign a new “State ID” for the input student.

© i the user determines that the input record should not be
considered for “State ID” creation or wish to Cancel for some
valid reason, the user will cancel this record. To perform this
action, click the | Cancel Record| button. Once canceled, this
record is marked as canceled in this batch and no action is
taken.

One of the reasons to cancel could be that the user can't
resolve this case at this time, but at the same time doesn’t
want to hold the batch from “State ID Download”. This
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student can be fed again through another batch or entered
online later and an ID can be assigned at that time.

After performing any one of the above actions, the user will receive
an appropriate confirmation message.

If there are more records “Waiting to Resolve Near
Matches/Duplicates” in the current batch, the user will proceed to
review and resolve another record by clicking the [Select Another]

button.

An input record can be skipped from resolving at this time by
clicking the [Select Another Record| button. In this case, the
record will still wait for resolving “Near Matches/Duplicates” in the
current batch and the user must resolve this case later before
proceeding to the next step “Download State ID”.

Once all records are resolved with any one of the above three
actions, the user will be taken to the next step “Download State ID”.
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EXTRACTING AND DOWNLOADING OUTPUT “STATE ID” FILE

After the batch went through the ID assignment process, including
resolving of reported “Near Matches/Duplicates”, the System
displays the ID assignment summary screen similar to the one
shown below. Now the user is ready to download a batch file that
will contain all records from the input batch file for which “State 1D”

were assigned.

i T N Pl ek
Fls &R  Yess Fesoodes Took Hse
_ ——— : = : . = This will return the
S ke B S| Bisesth mProotss (Jiaoe By O3 B =] 2 user to the “State —\
davess | ID System” main \
Ir.: .__-_' oy :. } “ -
SN lowa Department of Education £
Ftudent ldentdfication and Locator System
\
Reselve Near Matches! Duplicates
Carrant Logini D30F Lacetion: SO0 -S100 §aotem vellay Hgh Sthial Eania 1D Harr |
Ihpdaad Dein | S Eadum Humbas of Focords Muxt
050200 ((Baich iz D 105 Aissigerid 1Az g Diovnload Steis £ }
— y‘ —
‘\ T Number of records that were assigned with ID
L | Current Status of the is shown in the top and the total number of
batch file records in the batch is shown in the bottom
O 1 display the status of the batch file and its records at this
time click |Batch Info|. This will display a pop-up window
similar to the following one:
, This displays the number of records
HEATECH B (REMATHIN in the batch file that were canceled
Haich Mumbsr e = / at validation stage and were not
Cisdrica e / considered for “State ID”
Srham oo
Transmissign {0 LOF N34 ~—  This displays the number of records
Extrict Datw e / in the batch file that were assigned
Ewiract Fil= o_C00a_ 0107 A=t “State ID” by the ID Assignment
Craalion Usai 10 e process without encountering a
Craatad Calm TR “Near Match/Duplicate”
Total Recods 12
MATCH STATIFS
(B P } This displays the number of records
ID Aswignad - Ho Malch 1/ in the batch file that were assigned
10 Asgned - Mear Maich 1 ID by user using “Create New ID”
i action by resolving a “Near
[ Matches/Duplicates” record.
Click here to close | (2] To extract the output “State ID” batch file from the “ISN
the batch Locator Database” with the “State ID” assigned for the
information window . i .
students in the file click the Download State ID| button.
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On clicking the [Download State 1D] button, the output “State ID”
batch file is extracted and the link to the extracted file is shown in a
screen that will look similar to the following one.

wrhibvalar iy ID S psein - D - “lareasl Ink

Mz [k Y= Ffeoodss Tooh  fep

gk - = J_ﬁ ; Qisswrh  ajfwmirer | ey

duichai

- 1
A s

!

Crrrard Lagre NNY

m'“" Sremis

@ Exttiaet ottt Byt ek o then Vol | g 11k and st
1B TR Swvn Targm Ax._" to dewnlead the fils.

Displays the link to the newly created
output “State ID” batch file ready for
download and instructions on how to
download the file to the computer

lowa Department of Education

abmry OII%OLEE Favbers: Valley Hgbh Bdme

'mmu'mfunw_umum.l \
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This will return
the user to the
“State ID

System” main

=i

Stucent |dentifcatian and Lacator System

Dorwinlesd State IO

Einim iD Home |

Mainkar
af
Bazaids

Heal Actban

L0 Raranio S D Homa |

Number of records that were assigned
with ID is shown in the top and the
total number of records in the batch is
shown in the bottom

To display the status of the batch file and its records at this

time click [Batch Info. This will display a pop-up window

similar to the following one:

BEATCH INFOREMATION
Baich Mumbar [1&
Disarica s
Schood oo
Transmissian |10 OO 1262134
Esfract Data [FERTA T
Esiraci Filke .1I'_E[IE_I:|1E|1 =
Creation User 10 ong
Craglad Dats ORI
Total Recoeds h2

BATCH STATUS

Canceled al Fix Emors

ID Assignad - Mo Maich

1D Aseignad - Mear Match
I

This displays the number of records
/| inthe batch file that were canceled
/ at validation stage and were not

/ considered for “State |D”
//

— | This displays the number of records
/ in the batch file that were assigned
/ “State ID” by the ID Assignment

process without encountering a
“Near Match/Duplicate”

This displays the number of records
1 in the batch file that were assigned
id by user using “Create New ID”
action by resolving a “Near
Matches/Duplicates” record.

/
/

Click here to close
the batch
information window
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Download State 1D
Currant Login: D00% Locaton: 0008-0101 Exstarn Yallay High Scheool Sisde ID Home |
Humlrar
Hg::“ Status af Hext Action
Heconds

File Extract Complete B
"5 Apn-PaTeL A

05082004 Baich Inio | T | download the file.

aa Mk and select
112 Fietam 1o Stata 1D Hame |

\/

To download the file right click on the file name link in the
Status section, choose “Save Target As...”, browse to the
location on the local computer where this file should be
saved and click “OK.”

This is how the file will look like when opened in a regular

text editor.

| O B WA D kb el |
LI N | 1, ¥ § Esdl 1 ¥
. :. :':' I-'...r :. J .-”p ' i 4 a Fizd 15 p ik
L] ||'r. 1 [} e ..- 3and
Bil s L&k
1i[ s = H]] pl
: [ |:_ i ; a M 0d; ; o
-| :.-. W e . o] TS |
B i N SN i 1 IR ek -
12 T } T I T ¥ . 1 1 L
1 ¥ & } ! i1 d7 I
1] ' [}

NOTE: This file now contains the “State ID” for those students

in the input batch file for whom ID was assigned sand

updated in the “ISN Locator Database”. This is the ID
that should be updated in the SIS as well as the ID that
should be used when searching for an individual
student in the database.

Since this file is also the one that will be used for
updating the local SIS and since it has a pre-defined
format, don’t make any changes in the downloaded
file. View it only for verifying successful extraction and
download.

©® o preview the file in the browser, click on the file name link.

NOTE: This completes processing of a batch file for creating
@) and downloading “State ID” for students using the

“State ID System”

O o log out or continue with another action click the
State ID Home or Return to State ID Homg button and
follow the instructions there.
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PROCESSING AN INDIVIDUAL STUDENT RECORD

CREATING ID FOR AN INDIVIDUAL STUDENT ONLINE

Click the [Enter Individual Student| button to start:

cholsr Uney- D0 SEten - Ciiwnd - FManapd [k ernet Euplores

& B Wess  Favorites Took  Help
.H.q..ﬂﬂﬂ-'ﬁm;ﬂrmm-ﬁ'-ﬂ'ﬂ:]ﬁ
s |y =

lowa Department of Education

Student identification and Locater System
STATE ID

Currant Legin 0007 Lacwtion: 000% 0102 Esrtam Walay High Schexl ExIT |

Seled Process fo Begin 1D
Upload Betch Fie Entar Indridus Suclar | Search Indhvidual Student | Exirect & Dioranioad Beich |
Wiew Continue Processing Files with the following crileria

Procassing Maihied: Procassing Staga:

© Baich  Online From: [5T0004 | 75 yp; PSR | e = El-lll'l'lil

Forr mamirinres
arrml Farts Srbe st enin oe csl FECEELRETE

This will bring the user to the screen where the user can enter a
student record and create ID for the student instantly. The user will
work with one student at a time.
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This is the screen that will be used for entering a student
information online and creating the ID instantly.

C
It Wew  Pevoites Took Ml

v = D H A Dseedh [(mireortes ooy By O ] &

E lowa Department of Education

Student Identification and Locater System
Enter Individual Student

Currark Login: 0009 Le<stion: 00090201 Esrtarn Yallay High Schaoal Siste 10 Home

Student Data Emtry

—— -
R Midels Mama: Lz Marra: * Sate:

sAandur | "'l [raln CH Birth: * [:m ﬂ_ﬂ dd ﬂﬂ:,-_,-_,-_,- ;I Ethpdeity: | ﬂ Eh, Codu:
.HIF Digt ° | .EEH LB I i = -Lmll?hdlmll}: . .ﬁrﬂt:' . | '-|

e an e ﬂ
" Requined Fiald ﬂo@
Displayed required

fields ©  Enter student information for the student to whom an ID
need to be created. The user must fill in all the required
fields. If a mistake is made when entering in the information
, the user can correct that individual field or click the
button to clear all fields on the screen and re-enter.

@  After all fields are filled in correctly the user can click the
lAssign State ID| button for submitting the information to a
uniqgue ID for the entered student.

© The “ISN Locator System” takes the input record through all
the stages of ID creation process internally — similar to
processing a batch record. Before taking the record for
processing, System validates the input record, displays
validation / input errors and allows the user to correct. Only if
the record passes through all the validations, the record is
accepted for ID assignment.

(4] During the 1D assignment process, if the input record
encounters “Near Matches/Duplicates”, the user is taken to
the relevant screen, so that the user can review and resolve
the same. Only after resolving the same an ID can be
assigned to the student by the System.
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If the input record goes through the validation successfully and did
not encounter any “Near Matches/Duplicates”, an ID is assigned to
the student instantly, and the assigned ID is displayed to the user
immediately.

procedures, business rules and processing for a
record entered online similar to that of a batch record.
For every record entered online, a batch is created
internally. This batch resembles that of the regular
uploaded batch file except that this batch will contain
only one record. The user can see this batch online
and perform actions likes “Resolve Near
Matches/Duplicates” and “Download State ID” at a
later time.

Z NOTE: The ISN System implements the same set of
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As explained earlier, if the entered student record went through all
the validation checks and did not encounter any “Near
Matches/Duplicates”, System assigns an ID to the student and
displays the same to the user in a screen that will look similar to the
following one.

This is the ID assigned to the student that the user will update as
the “State ID” of the student in the local SIS and also use for
subsequent searching in the “ISN Locator Database”.

a Fhrhindar (irda-00 Syetem - Dems - Mioman® Inksrest [iploesr

Az Bl Yees  Fovoriber  Todk  Help

Nl JE I B - e Ly e R S e
-

This will return the —
user to the “State ‘

LR

. ID System” main ‘ =
A lowa Department of Education | I%
Student Iderdification and Locatar System
Assign State ID
Cuprgart Login: G00% Lecwtion: B0059:0001 Csatam Walley High Schac Ststn ID Home |
pband Status Humbes of (P

CILIRL
Baich I - — Drosard o] Esda 10
.A X m Downlnad a1 continus E Q

L | Displays the unique
ID of the student

O display information about the batch file created for the

entered student click [Batch Info|. This will display a pop-up

window similar to the following one:

information window

HATCH INFORMATION
Batch Humibr: .1
District s
Behosl; Sl L | This displays that there is only one
Creaied By: L] record in the batch and for whom
Craated D TR0 the ID is c'reatfd without
T —— i encountering “Near Matches /
- Duplicates”
BATCH STATUS
ID Assigned - Mo Matck [t
1]
/ - -
/ ®  The user can either note down the assigned ID from the
/ status column manually or download the same as a file —
Click here to close — P . ..
the batch similar to a normal batch file - by clicking the |Download

button.
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On clicking the [Download State 1D] button, the output “State ID”
batch file is extracted and the link to the extracted file is shown in a
screen that will look similar to the following one.

= Unig-10 Syt pm - Do - Miomss(t lnbemst Eaplorer
i Vew Peexim Tool  Hip

- 033

Hsead gFeotes ey | - b W 5 2 This will return the
- user to the “State

b

ID System” main
page

Lo

lowa Department of Education |

Student kdentification and Locstor System ‘

Download State ID
Currink Logies E03Y Lacgbanr 0S-0101 Fararn Wellas High Scheal Samis [0 Homes |
Humher
i Status of Wext Acsan
Aeconds
File Extraci Compleie, Right click oni the fllowing link and sslec C )
B e 'l'a.rlﬂ Az “ o dowslsed the fle. 111 Fictiam o Sl [0 Haima |
— 1ATE iDeeTCs Fifm i/ ordre recors JESuciod 130T o rlia
Displays link to the newly created The number of records in the
State ID file, ready for download and batch file that were assigned or
instructions on how to download the updated with Unique IDs.
file to the local computer

O o display information about the batch file created for the

current student click [Batch Info. This will display a pop-up

window similar to the following one:

BATCH IRFDABATION
Haleh Hermte m
Dl o=
Erhoal o
Tranemasizn IO ",
Estract I:!"" : —— | This displays the number of records
Ertract Fis TLiA, in the batch file that were assigned
Creime Ligse ID CFR by user using “Create New ID”
Criatand Dt ST action by resolving a “Near
el Recwnds 1 Matches/Duplicates” record.
- BATEH STATUS
10 Bemgraed - Ha Maich i

Click here to close
the batch
information window

L]
|
J ® 1o download the file to the local computer follow the

instructions in the Status section.

©® 1o log out or continue with another action click the
State ID Home| or Return to State ID Home| button.
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SEARCHING FOR AN INDIVIDUAL STUDENT

SEARCHING FOR AN INDIVIDUAL STUDENT RECORD

Click the |[Searching Individual Student| button to start:

cholsr Uney- D0 SEten - Ciiwnd - FManapd [k ernet Euplores

& B Wess  Favorites Took  Help
.H.q..ﬂﬂﬂ-'ﬁm;ﬂrmm-ﬁ'-ﬂ'ﬂ:]ﬁ
s |y =

lowa Department of Education

Student identification and Locater System
STATE ID

Currant Legin 0007 Lacwtion: 000% 0102 Esrtam Walay High Schexl ExIT |

Seled Process to Begin |0 Assigrment

Upload Betch Fie | Entar I dusl Suckan |< Saarch Indhadual Studant |> Extresct & Dimicad Beich |
Wiew Continue Frocessing Files Previowsly Upboaded with the followng ©

Procassing Maihied: Procassing Staga:

© Baich  Online From: [5T0004 | 75 yp; PSR | e = El-lll'l'lil

Forr mamirinres
arrml Farts Srbe st enin oe csl FECEELRETE

This will bring the user to the screen where the user can search for
an individual student either by entering the student’s “State ID”
number or by entering a student’s basic information like first name,
last name, date of birth etc.
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This is the screen where the user will enter either the “State ID” or
the basic student details of a student to search for an individual
student in the “ISN Locator Database”.

B ntmdeml Edenibter sl Loestor System o et 1 el En = = | B =
S Bt Wiese Favontez Toolh sep i
k‘; B = 3 H.I :i ; - Smwreh: Faening ‘!“'Irud..l o = e " u '_i

Aricrwm | This will return the =] B3 e=

Ledes @ | Cumcerie Limka o | Loosice® Ursgue [0 @ | Hobmad user to the “State

ID System” main | =
lowa Department of Education ==}

Student identifier and Locator System

Search Individual Student

Currmst Logie DE0® Lecedinr CORS-010] Pewbers Smiiey High S “imde i Hnrn-n\ i

<: AR— !)
[o+]

\

‘ Saarch Uslng Snsdent Dscalls

[ Bl ol b i R Pl ™ |~ hDOY LI
e s e | |

[l TSS—Y_ O - Clamr Smamh

Swaich Usbng State Studei 1D

=]

] Do %y Lol et

This is where the unique | — . .
10-digit “State ID” that The top part of the screen will be used to search for a student in the

was assigned to the “ISN Locator Database” given the “State ID”. On this type of search,
student can be entered

to search based on ID the result will be either an “exact match is found” or “not found”.

© 1o search for a student based on ID, enter the 10-digit “State
ID” of the student and click the button in the top part
of the screen.

The bottom part of the screen will be used to search for a student in
the “ISN Locator Database” given the student details like first name,
last name and date of birth. This search is based on probabilistic
method and hence all “Near Matches and Duplicates” are displayed
as output along with the matching probability.

9 To search for a student, based on student details, enter the
known details about the student in the relevant fields and

click the button in bottom part of the screen.

NOTE: To search based on student details, the user need to
@) enter at the minimum the full first name and the last
name of the student. Wild card characters like ‘%’ , * ’
and '?’ are not supported.
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To clear the previously entered search criteria and start the search
all over again click the button.

Once the user clicks any one of the “Search” button, System
searches for matching records in the “ISN Locator Database”.

If no matches are found, System displays a feedback confirming
that “No matches found” and allows the user to continue searching
with different search criteria.

When the search is based on student details, and if one or more
Matches and/or “Near Matches” were found, System displays the
matching records, along with the matching type and match
probability at the bottom section of the screen as follows. The list is
displayed such that the closest match is displayed as the first
record and the least match is displayed as the last record.

Btudent Identfication and Loeatsr System
Search indivicusl Shudent

vl g D0l Latabors BEiee o0l [apmes e g By sl daotin Gwrn L s )y

Seaich Usmg Stale Stedant (D

Statn 1D .
This is the
student ~ Samech Lising Shdd i Driaila
information J iy Busiin s S L By e
the user is A — =8 a1 &
searching = -
for ‘ b [ il
Gunny il | 5 Hsichen™aar B | Uik p=n Mares fon deiaiis
il lams  Timi ame - dia Fawe B Carla [F Bl N i Wwh Poskauiis ¥
B R HIE haidi B E A Rk T
» SO (BN 8 R ks T
. / IRLTTES LY 1 ek g . |
This displays any © 7o see more information about a matching student one at a
matches for that time click the hyperlink on Last Name or First Name. This
student from the “ISN . « .y
Locator Database” will take the user to the “Student Information” screen where
the user can see more details of that student including the
history details if available.
NOTE: If the search is based on “State ID” and if a match is
found, the user is directly taken to “Student
Information” screen, since there will be only one
match at a maximum for a given “State I1D”.
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This screen is displayed either when a “State ID” based search is
performed and a match is found (or) when a user clicked on one of
the matching student’s hyperlink in the previous screen.

Student Identification and Locator Syste
This will return the

Search Individual Student user to the “State
ID System” main Stmic) 1D Homna

Curmenk Lagin: DDOR Lacwtion: DDDR-0L01 Eactsrm Valsy High Schesd

The “State ID” of —— P Shudaes Infarmatian | Stae 10: 1151403657 |
the student
;:w_ Himncon Wi iy FSTE: Lderl M gaTel W 1S,
Sohael :  OOCR-0A01 Esdsm Valley High Schael Aea D 0003 Lisal hu ik i Grade: |7
.mnu.n kL Diabs OH ik ESRATE | phicky: WHITE. MOT OF HISFARIC ORGH Sch. v | 2003
Crasas  |05/Z1/204 LatUpdated: 05005 e .51 & 51
History Infarmatian
e s Hara Flat Harma Wi cdly Bame Befec  Gender  Dabe OF Bith RaceFliinichy Didcl  Beacal
1‘5 ERARLLY HELE DR SEHITE. HOT OF FISPEHIC OREN N [ ) o
Thi(si is thrfer?_istory of the O This screen provides more detailed information on the
t t t . “ ”
S ormation o sunilable student found in the “ISN Locator Database”, as well as any

for the displayed history detail available for the student. To search for another
stdent student or to modify the current search click the
button. This will take back the user to the previous
screen to search another student.

® When history is found, clicking on the “History Date”
hyperlink the “History Information” table will show a pop-up
containing the full information of the corresponding history
record.

History Information
Heamoay Do L e Fiw Mg tlaaie Hare Fuffic  Garas Qe OF B Rl EEri ri cary Semraa Banzal

Fl a =y s ErLm saEcmg vy LB ATE e e Lapmonpe =pmpeyey A= mam

=epiry Do D1 10004

[Fine Marma | ERARDON TTrTeETee— LastMama | |wOSD [mum |
Bz SSRA 107 Eaptare valby Figh Bsel |2 i |enas Lposl Enssand I 3R 1 8% |Grwa |07
Dencer LIALE I:Ilhl:ﬂlll.h I'.'FEI'! 1082 iy WHEITE HOT OF HSPAREC TAHY Ilr.i'r'r o
Cranted TR Lo Ussibed. |00 10004 |Updsis Ael e THad

Click here to close —
History information the batch
pop-up information window
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EXTRACTING & DOWNLOADING OUTPUT BATCH FILES

EXTRACTING AND DOWNLOADING AN OUTPUT BATCH FILE

Click the [Extract & Download Batch| button to start:

cholse Wy D0 Speteis - D - Masdpill ket Edphiies

g Bl Wiess Foworites Tookk  Help

wack + = - ] A Dsewrr Lagravorwss Prwtory | 2 S m =] F

res <]
% lowa Department of Education IEI
Student ldentification and Lacatar System
STATE ID

Currant Login: 0009 Locwtion: 000% 0101 Sartam Yalay High Scheal

Seled Process to Begin |0 Asigrm et

Lcuy
Upioad Batch Fie | Entar Indpidusl Suckant Saarch Indhadual Student |@s MEHD

Wiew/ Continue Processing Files Previowshy Upboaded with the follosng critenx
Frocessing Maihod: Frocessing Stage:

* Baich © Online From: 0578006 | T g, 50000 | I T =l EIIJITIil

Fo 300 o e
mevml Fecle S raallerd nore el 5P RS0

This will bring the user to the screen where the user can choose a
specific type of batch file, display the list of batches available on
that type, and then choose a batch from the list to extract and
download from the “ISN Locator Database”.

I]_E ITIP: The user can use this function at any time. |
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This is the screen where the user will choose the desired filter
details, get the list of batches fulfilling the filter details and choose
one to download.

tecdar Unbg-10 Systens - Demo - Micresolt Inbemet Euplones
Ede  Wew Favorltes  Took  Help

s = = - 5P (A | Dsesch [EfFwveites [(PHstory | D o ] &

| This list box shows This will return the
F the types of user to the “State ﬂ_
LTy Date range - To download ID System” main
. page -
- i
e range- | — lowa Department of Education [
From
Student Identification and Locater System
Extract & D ad Batch File
Gurrark Lagin Locetien: 0009-02010 Eastarn Yallay High Sdhaal Siala 1D Home |
From: [EUE00% | [ o [IEC6r2004 | T2 [1Ds Aamgrd
lUplaad Dain I Stalus S L ambier of Records HawtAciion
0508, 2004 IDs waccessiully crosted, 1::\f1:r @
- |
’ L Number of records that were
) The current s_tatus assigned with IDs is shown in the
Batch files fou_npi that of the batch file top and the total number of records
meet the .Spet'c'f'ed in the batch is shown in the bottom
search criteria
entered in top - .
section. O inthe top part of the screen the user will enter the filter
details — namely the date range during which the batch file
was uploaded and the desired type of download and click the
Submit| button. In this case, the user selected to
download a batch that is currently in the “IDs Assignhed”
stage.
Batches meeting the specified search criteria will be
displayed in the bottom section.
® 710 see the status of a displayed batch and its records, click
Batch Infol. This will display a pop-up similar to the
following one.
e AT e oA TRO
i Pha Filie il
Cawri [ ]
Cehast [at]eg]
Trenerrmsen O DT TR
Eatvder oot i 0
Ewireri Fis f_VIONS 0V e
L imadid i LR B3 fovs =]
Crumied Cigis PRI
BATOH STATIS
Cencaked o1 o Deors L]
K1 Bwnaas - Fla Weich m
K Agsapirm - Mas Bach
/v"
Click here to close —/
the batch ©  select a batch desired batch from the list and click the
information window
Extract| button to extract and download that batch.
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On clicking the button, the selected type of batch file
for the selected batch is extracted and the link to the
extracted file is shown in a screen that will look similar to the
following one.

o | Wi} I00 Epas ami - Dot - SRrineall [ideenest Dapdasss

di Wes Feotsm T SAep

= AT : This will return the
sk 'J:'J :'! u =" Ly user to the “State

ID System” main

D w4

lowa Department of Education

-

Student Idermification and Locator System

Extract & Download Batch

ot it Lagre ) F Lecabioni (O09- Dl Recisn Walley High Bl

vt St

Fite Extract Complste, Faghi click on the dsllawisg link snd selec
A “Howm Taigul Ax..” in dewmined the i,
(IER QUPATCH FILED My 5 F (008 0%04 J0040800 NS ke bt

Displays link to the newly created
student file ready for download and
instructions on how to download the
file to the local computer

o

T
BATCH M ORMATION

Esalih Murib 18

Coaticl ' i)

Zchal [Tl

Trenssreuen O l:i]?'l.;‘ﬁ'...‘i’.’l

Extract Dinlm frEb e T

Eutrct Fia H_OCEE_0iH 1

[—T— [

Crmated Cire o

Canceled 1 Fis Eorg
L n] Mlqpi-ﬂl wich
I &ssgpen - Mear Hoich

/
Click here to close J 9
the batch

information window

x

Number of records that were assigned
with IDs is shown in the top and the total
number of records in the batch is shown
in the bottom

To see the status of the current batch and its records, click
Batch Infol. This will display a pop-up similar to the
following one.

To download the file right click on the link in the Status
section, choose “Save Target As...” browse to the location
on the local computer where this file should be saved and
click “OK.”
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Once downloaded and opened in text editor for preview, the
contents of the file will look like the following.

md 1 BN FADE NS, Dl nl e

3l 1 K FarmERSABRE - 514 6N [ 1Rk =] 11
T G 1 EfAaKRDIH sl T [ | (R0 B4 19E ! 1181

il I.el. '] I . o I
NOTE: This file now contains the “State ID” for those students
@) in the input batch file for whom the ID is created

successfully and updated in the “ISN Locator
Database”. This is the ID that should be updated in the
SIS as well as the ID that should be used when
searching for an individual student in the database.

Since this file is also the one that will be used for
updating the local SIS and since it has a pre-defined
format, don’t make any changes in the downloaded
file. View it only for verifying successful extraction and
download.

9 To view this file in a web browser, click on the blue link.

O 1o log out or continue with another action click the
Return to State ID Home| or [State ID Home| button.

the other two types of files, namely:
- Errors to Fix &
- Near Matches/Duplicates to Resolve

Z NOTE: The same procedure can be followed for downloading

The user will simply choose the desired type of
download instead of “IDs Assigned” and continue the
same process.

The downloaded file’s format, the contents and the
purpose for which each type of download will be used
are different. Refer to “Input and Output Files
Interfaces” section on page 51 for more information.
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VIEW/CONTINUE PROCESSING FILES PREVIOUSLY
UPLOADED

VIEW/CONTINUE PROCESSING FILES PREVIOUSLY
UPLOADED

When the user login and enter the “State ID” application, the first
screen the user will see will be the main page that will look similar
to the following. The screen shown below shows the appearance of
this screen for a new user who have not uploaded any batch file
and also have not entered any student information online and
created ID so far. Hence there were nothing in progress for this
user and hence no batches were displayed.

This will be staring point for a new user. The user will start work by
either uploading a batch file using Upload Batch File | button or by
creating an 1D online using [Enter Individual Student | button.

Shudent [dendfer and | erafor Syuiem - Merosnit T . In
‘I

Gm- » A RE ’ - Saach Favacten gl Hada T - i [ D e, &

Addes | | )= L

lowa Department of Education IE‘-I
Student Identifier and Locator Sysiem
STATE ID
Currwnt Login: DO Locwtion: SO0 BOOD [eriers Yaley School Dixtrict ﬂ

Sglact Pracass 1o Bagin 1D Assignimsent

Upksad BatchFde | Evterindhafusl Student | Sasech indiidsl Student | Exiract & Downiond Bmes |
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Once a user started using the application, depending on the user’s
work in progress, during subsequent logins, the System will show
all the uploaded batch files in the main page automatically. This
screen will look similar to the following one. This will allow the user
to continue processing where the user has left the last session
earlier.
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Current batch Number of records Command button
Batch files found that meet the status in current status at to initiate next
criteria specified in top section. the top and total action
number of records

in the batch at the
bottom
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By default the System shows all uploaded batch files. Users will be
File Unioad Dat in a position to filter the batches displayed by entering/choosing
le Uploal ate - _—

From | different selections in the top portion of the screen as shown below.

View/Continus Processing Files

File Upload Date -
revbously Uploaded vath the follovweng criten To
Processing Method: rocessing Stage:
T L e R R

——y

Sl Dala
F i ErTerd

Upbaad Date At ;.S‘:-:-:f':-‘.:*:'c-'a'c':-:- Cuiphcaies Actian

06132004 Batch info_| Dovn Valkdation Incomplete. Fix i e Fex Ervoig |
e R0 Baich ks | |0y Assbgrament Is in progress. In Progressd60  Chack for campletion kater.

D B0 Bach i | Mear Matches ! Duplicates Found M2z Fagoks Ko Maichas / Duphcaies
01 32004 Batch Ind | ID= Assigned 1212 Downioad Stata (0 |

Batch: Shows only the batch files uploaded
Online: Shows only the batches created by the System for the
student records entered online
From and To Dates: Restricts the display of batches uploaded or
entered online during this duration. By default shows all batches —
from the earliest to the latest
Processing Stage: Restricts the display of batches that are
currently at a specific processing stage. The different stages are:
All: All ID creation stages — the default option
Validate data: File Uploaded. Begin Validation Stage
Fix Errors: Data Validation Incomplete. Fix Data Errors
Assign State ID: Data Validation Complete. Ready to Assign
“State ID”
Resolve Near Matches / Duplicates: “Near Matches / Duplicates”
found. Resolve Near Matches / Duplicates
Download State ID: IDs assigned. Download “State ID”

©  Toilter the list of batches displayed, enter the desired
filtering criteria at the top section as described above and

click button.

Now the System will display only those batches that will fulfill the
entered search criteria.

®  Select the batch you want to work and click on the
corresponding command button in the last column.
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APPENDIX A - ERROR & INFORMATIONAL MESSAGES

Message

Recommended User Action / Description of Message

Authentication failed.

Check your Login ID and Password.

Batch does not contain any records
to process.

Make sure the file that you selected contains data.

Contact DE for Assistance.

Contact the Department of Education for assistance; use the contact information
on page 3.

Date Of Birth is not present

Date of birth not found in a student record.

Date Of Birth is not valid

The date of birth in the student record is not in the valid format: mm/dd/yyyy or
incorrect

Error Record Count exceed the
allowed limit of 30

The number of errors in the input file has exceeded the number of errors allowed
by the DE, 30. Fix the errors in your local SIS and re-extract the file so that it
contains less than 30 error records

File Upload failed for the following
reasons:

The file did not upload for the following reasons.

; Fix these errors in the local SIS and re-upload the file again

Filename already exists

Either the file has already been uploaded or you have more than one file with the
same name.

First Name is not present

First name not found in a student record

Gender is not present

Gender not found in student record

Gender is not valid

The gender in the student record is not in the valid format.

Grade Level is not present

Grade level not found in a student record

Grade Level is not valid

The grade level found in the student record is incorrect

Header Record is not valid

The header on the input record is not correct. Re-extract the file correctly and
upload.

Header Record does not contain all
fields

The header on the input record is not correct. Re-extract the file correctly and
upload.

ID successfully assigned - A match
was found.

The user created an ID for a student by resolving a “Near Match/Duplicate” case.
Earlier, during the “ID Assignment” process, “ISN Locator System” encountered
one or more “Near Matches/Duplicates” and tagged the record as “Waiting to
Resolve Near Matches/Duplicates”.

Invalid file. Not meant for “State |D”
creation.

Input file is not in the specified format defined for “State ID System”. Please
check your Input file.

Last Name is not present

Last name not found in a student record

Local Student ID is not present

Local student ID not found in a student record.

Mismatch In Record Count.

The actual number of student records in the input file does not match the number
of records recorded in the trailer record of the file

New ID successfully assigned to the
Student.

The student was successfully assigned a unique “State ID”.

No matches found.

No matching record in the “ISN Locator Database” for the entered search criteria

Race/Ethnic Code is not present

Race/ethnic code not found for a student record

Race/Ethnic Code is not valid

The race/ethnic code in a student record is not in the valid format.

Record count greater than allowed
limit of 30000

The number of records in the input file exceeded the maximum number of records
allowed for a file by the DE, 30000. Re-extract as multiple number of small files
so that the number of records in the file will not exceed the specified limit.

Record ID is not present

There is no ID type record found in an input file — ID type record is the student
record

Record(s) does not contain all fields

A student record in the input file does not contain all the fields

Record(s) have data error

A student record in the input file has one or more errors in data.

Record(s) have incorrect record
format

A student record in the input file is not in the valid format

Residential District is not present

Residential district not found in a student record

Residential District is not valid

Residential district found in a student record is not valid.
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Message

Recommended User Action / Description of Message

School building humber is not valid
for current district

The school building number in a student record is not valid for the current district

School building number is not
present

School building number is not found in a student record

SSN is not valid

The Social Security Number in student record was not in the correct format:
999-99-9999. Supply the full SSN or delete it completely.

“State ID System” is busy. Try again
later.

Already maximum allowed number of users are using the “State ID System” at
this time. Wait and try back later. Try after a few hrs.

Student Record Canceled. No ID will
be assigned.

The current student record is flagged as canceled and will not be considered for
ID assignment in this batch. If the canceled record is a genuine one, this record is
to be re-fed again either through online or in a subsequent batch and an ID to be
assigned.

Student Record Successfully
Canceled. Please Click “Proceed To
ID Assignment” to continue.

The current student record is flagged as canceled and will not be considered for
ID assignment in this batch. If the canceled record is a genuine one, this record is
to be re-fed again either through online or in a subsequent batch and an ID to be
assigned. When “Proceed to ID Assignment” is clicked, System will take the user
to the next screen where the user can initiate the ID Assignment process.

Student Record Successfully
Canceled. Please Click “Select
Another Record” to continue.

The current student record is flagged as canceled and will not be considered for
ID assignment in this batch. If the canceled record is a genuine one, this record to
be re-fed again either through online or in a subsequent batch and an ID to be
assigned. When “Select Another Record” is clicked, the user will be shown the
remaining records that need to be edited, so that the user can choose the next
one and Edit.

Student Record Successfully
Updated. Please Click “Proceed To
ID Assignment” to continue.

The current student record has been updated successfully with the changes
made in the Edit screen. When “Proceed to ID Assignment” is clicked, System
will take the user to the next screen where the user can initiate the “ID
Assignment” process.

Student Record Successfully
Updated. Please Click “Select
Another Record to continue”.

The current student record has been updated successfully with the changes
made in the Edit screen. When “Select Another Record” is clicked, the user will
be shown the remaining records that need to be edited, so that the user can
choose the next one and Edit.

System Error.

Please note down the full error message, the situation at which the error has
occurred and contact the DE with this information using the contacts on page 3
for assistance.

This feature is not yet made
available.

This feature is not available for use at this time; it will be made available at a
future date.

Trailer Record does not contain all
fields

The trailer record on the input batch file does not contain all fields. Re-extract the
file and upload again. Contact your SIS vendor if needed.

Trailer Record is not valid

The trailer record on the input batch file is invalid. Re-extract the file and upload
again. Contact your SIS vendor if needed.

Transmission ID is not present in
Header

Transmission ID is not present in the Header record in the input batch file. Re-
extract the file and upload again. Contact your SIS vendor if needed.

Transmission ID is not present in
Trailer

Transmission ID is not present in the Trailer record in the input batch file. Re-
extract the file and upload again. Contact your SIS vendor if needed.

Transmission ID Mismatch In Header
And Trailer Records.

Transmission ID found in the Header and Trailer record were not same. Re-
extract the file and upload again. Contact your SIS vendor if needed.

You have successfully logged out.
Please wait while you are redirected
to Application Menu

You have been logged out of the “State ID” web application. To perform more
operations you must log in again.
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APPENDIX B - INPUT AND OUTPUT FILES INTERFACES

Four different types of batch files are used in the “State ID System”. They are:

Input “Student Info” File

Output “IDs Assigned” file

Output “Errors to Fix” file

Output “Near Matches/Duplicates to Resolve” file
The input file is extracted from the local SIS and uploaded into the “ISN Locator System” for ID
assignment. The output files are extracted and downloaded from the “ISN Locator System” at
different stages of ID Assignment process.
a) All of these files contain three different types of record in the following order:

A header record as the first record with “TH” as the record type

One or more student detail records with “ID” as the record type

A trailer record as the last record with “TT” as the record type
b) The fields in all of the above record types are delimited by tab

c) All of these files will have a predefined list of fields

For a file to be valid, all of the requirements need to be met.
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INPUT “STUDENT INFO” FILE

This file is the student information file extracted from the local SIS System and uploaded into
the “ISN Locator System” for “State ID” assignment.

This file will contain the following fields in the “ID” type record in order.

Record ID — will always have “ID”
School Number

Resident District

Student Last Name

Student First Name

Student Middle Name

Student Suffix

Gender

Birth Date

Grade Level

Local Student ID

Social Security Number

Race / Ethnicity

State Student ID (will be blank prior to first time ID creation)
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OUTPUT “IDS ASSIGNED” FILE

Once an input student information file is completely processed by the System, users will
extract and download this file from the “ISN Locator System”. The format of this file is exactly
same as that of the input file, except that the last column "State Student ID" will contain the
“State ID” assigned to the student by the “ISN Locator System” This file will only contain only
those records of the input file for which “State ID” is assigned either automatically by the
System (or) by resolving “Near Matches/Duplicates” by the User.

This file will contain the following fields in the “ID” type record in order.

Record ID — will always have “ID”
School Number

Resident District

Student Last Name

Student First Name

Student Middle Name

Student Suffix

Gender

Birth Date

Grade Level

Local Student ID

Social Security Number

Race / Ethnicity

State Student ID (will have “State ID” assigned by the System)
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OUTPUT "ERRORS TO FIX" FILE

Users can download this file for offline analysis/reference purpose after the data validation
stage, if the System reports one or more records had data validation error. Once all the errors
are addressed, this file will not be accessible, because these records in the corresponding
batch file are not waiting for fixing errors any more.

This file will have all the fields in the input batch file in the same order. In addition, there will be
3 more fields added at the end of the record to contain the following information. They are:

Record Status: Will always have the value "Waiting to Fix Errors"

Record Reference Number: For future use (An internally generated number assigned to
every input record to identify it uniquely within the System). It is not the “State ID” Number.
Error List: Will contain the list of validation errors that the input record encountered during the
validation process. If more than one error was found in a record, all errors are listed with each
one delimited from the other by a semicolon.

This file will contain only those records that had at least one error that need to be fixed by the
user prior to proceeding with "ID Assignment" process for the batch.

This file will contain the following fields in the “ID” type record in order.

Record ID - will always have "ID"
School Number

Resident District

Student Last Name
Student First Name
Student Middle Name
Student Suffix

Gender

Birth Date

Grade Level

Local Student ID

Social Security Number
Race / Ethnicity

State Student ID

Record Status

Record Reference Number
Error List
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OUTPUT "NEAR MATCH/DUPLICATES TO RESOLVE” FILE

Users can download this file for offline analysis/reference purpose after the “ID Assignment”
stage, if the System reports one or more “Near Matches/Duplicates”. Once all these “Waiting to
Resolve Near Matches/Duplicates” were addressed, this file will not be accessible, because
these records in the corresponding batch file are not “Waiting to Resolve Near
Matches/Duplicates” any more.

This file will have all the fields in the input batch file in the same order. In addition, there will be
3 more fields are added at the end of the record to contain the following information. They are:

Record Status: Will always have the value "“Waiting to Resolve Near Matches"

Record Reference Number: For future use (An internally generated number assigned to
every input record to identify it uniquely within the System). It is not the “State ID” Number.
Match / Near Match List: Will contain the list of “State ID” of the students in the “ISN Locator
Database” that the input record had encountered as a "Near Match" or "Match". If more than
one "Near Match" or "Match" was found for the record, all corresponding “State ID” are listed
with each one delimited from the other by a semicolon.

This file will contain only those records that had encountered at least one “Near Match” or
“Match” with the “ISN Locator Database” during the “ID Assignment” process.

This file will contain the following fields in the “ID” type record in order.

Record ID - will always be "ID"
School Number

Resident District

Student Last Name
Student First Name
Student Middle Name
Student Suffix

Gender

Birth Date

Grade Level

Local Student ID

Social Security Number
Race / Ethnicity

State Student ID

Record Status

Record Reference Number
Match / Near Match List
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NOTES, COMMENTS & SUGGESTIONS
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QUICK GUIDE TO ASSIGNING “STATE ID” FOR BATCH
FILES

1. Extract the file from the local Student Information System (SIS) using vendor
documentation. Save the file in a location easy to remember.
Login to www.edinfo.state.ia.us (BEDS website)
Click “State ID” web application.
Click “Upload Batch File” button
Click Browse.
Find the extracted file on your computer. Click “File” and click “Open”.
Click “Upload”.
Check the status message in the confirmation page.
 If file not uploaded due to errors in the file, correct them in the local SIS and
return to step 1.
 If file successfully uploaded, go to step 9.
9. Click “Validate data”
10. Wait for the process to complete
11.Check for the status message in the confirmation page
* If errors were reported:
o Click “Fix Errors” and fix each record. Once you address all records,
click “Proceed to ID Assignment” to go to Step 12
* If no errors were found, you will be directly taken to Step 12
12.Click “Assign State ID”
13.Wait for the process to complete
14.Check for the status message in the confirmation page
* If “Near Matches/Duplicates” were reported, click “Resolve Near
Matches/Duplicates”, review and resolve them one by one. For every record,
take any one of the following action:

o If the input student record and one of the reported “Near
Matches/Duplicates” are one on the same, check the radio button of
the corresponding “Near Match/Duplicate” record and click “Assign
Selected”

o If the input student record is not the same as any one of the reported
“Near Matches/Duplicate” record, click “Create New ID”

o If you determine that an input record came to this stage by error or
can’'t be resolved, click “Cancel Record”.

After taking any of the above action, carefully look at the confirmation
message and proceed to the next record by clicking “Select Another
Record”.

o If you can't determine at this time, skip this record temporarily by
clicking “Select Another Record”. This record is still “Waiting to Resolve
Near Matches/Duplicates” and you need to revisit this record later and
resolve.

Once all records are resolved, you will be directly taken to Step 15.
* If no “Near Matches/Duplicates” were found you will be directly taken to Step 15.

ONOOAWN
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15.Click “Download State ID”. System will extract the file and will show you the link to
download the extracted file to your local computer.
16.Download the file and verify
. Through a web browser by double clicking on the link
. To download the file:
o Right click on link provided. Select Save Target As .. ..
0 Select location to save your download on your computer from the
“Save In:” dropdown at the top of the “Save As” screen.
o0 Change the downloaded filename in “File name:” box, if you desire.
o Click “Save”.
o0 Select “Open” to view and verify the downloaded file or Close
17.Select “State ID Home” or “Return to State ID Home” to return to the “State ID” main
page.
18. Select another function or press EXIT on “State ID” page.
19. Select EXIT in the Application Menu to log out.
20.Close the Browser
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QUICK GUIDE TO ASSIGNING “STATE ID” FOR
INDIVIDUAL STUDENTS ONLINE

agrwnE

Login to www.edinfo.state.ia.us (BEDS website)

Click “State ID” web application.

Click “Enter Individual Student” button.

Enter all the information for the student. Fields marked with “*” are must fields
Click “Assign “State ID”

» If “Near Matches/Duplicates” are reported, click “Resolve Near
Matches/Duplicates”, and resolve. For resolving a “Near Match/Duplicate”, you
will take any one of the following action:

o If the input student record and one of the reported “Near
Matches/Duplicates” are one on the same, check the radio button of
the corresponding “Near Match/Duplicate” record and click “Assign
Selected”

o If the input student record is not the same as any one of the reported
“Near Matches/Duplicate” record, click “Create New ID”

o If you determine that an input record came to this stage by error or
can’'t be resolved, click “Cancel Record”.

o If you can’t determine at this time, click “State ID Home” to return to the
“State ID” main page to perform another action or exit from the
application. This record is still “Waiting to Resolve Near
Matches/Duplicates” and you need to revisit this record later and
resolve.

Once you resolved the record, you will be taken to Step 6.

» If there are no “Near Matches/Duplicates”, you will be directly taken to Step 6.
Make a note of the confirmation message. If an ID is assigned, the assigned ID Number
is displayed. You can make a note of this ID Number and update the same as the “State
Student ID” for the student in the local SIS.

If you want to download the entered student details with the assigned “State 1D”, Click
“Download State ID” button. System will extract the file and will show you the link to
download the same to your local computer.

8. Download the file and verify

. Through a web browser by double clicking on the link
. To download the file:
0 Right click on link provided. Select Save Target As . ..
0 Select location to save your download on your computer from the
“Save In:” dropdown at the top of the “Save As” screen.
o Change the download filename in “File name:” box, if you desire.
o Click “Save”.
o0 Select “Open” to view and verify the downloaded file or “Close”

9. Select “State ID Home” or “Return to State ID Home” to return to the “State ID” main

page.

10. Select another function or press EXIT on “State ID” page.
11.Select EXIT in the Application Menu to log out.
12.Close the Browser
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QUICK GUIDE TO SEARCH FOR AN INDIVIDUAL STUDENT
ONLINE

Login to www.edinfo.state.ia.us (BEDS website)

Click “State ID” button

Click “Search Individual Student” button

In the “Search Individual Student” screen, you can do two types of search.

4a. To search for a student based on the “State ID”, use the top portion of the screen. In
the “State ID” field, enter the 10-digit “State ID” of the student and click “Search”.

« If a matching student is found in the “ISN Locator Database”, the matching
student’s information will be displayed in the next screen. If any history
information is available in the database, it is shown in the bottom portion. You
can see the complete details of a history record by clicking the hyperlink on the
“History Date”. To return back to the search screen and search for another
student click “Select Another”.

* If no matching record is found in the database, the search screen will display the
message “No Matches Found”.

4b. To search for a student based on the student details, enter Student Name and Date
of Birth at the bottom portion of the search screen and click “Search”. At the minimum,
you need to enter the student’s full “First Name” and “Last Name” to search.

System will search for the matching records in the ““ISN Locator Database™. This
search is done based on probabilistic methods and hence the results will show both the
matches as well as the Near Matches with the value of the match probability.

* If no matches were found it will display “No matches found”.

* If one or more “Near Matches” or “Matches” were found, System will display them
in the descending order of match probability at the bottom of the “Search
Individual Student” screen. To view the full details of a given matched record,
click on hyperlink in either “First Name” or “Last Name”.

o This will show the matching student’s information in the next screen. If any
history information is available in the database, it is shown in the bottom
portion. You can see the complete details of a history record by clicking the
hyperlink on the “History Date”. To return back to the search screen and
search for another student click “Select Another”

5. Click “Clear”, reenter another search criteria to continue online search or click “State
ID Home” to exit.

PowpbdPR

Note: The online Search provides the user with student information for only those students for
whom the “State ID” is already created and stored in the “ISN Locator Database”. Searching
for an individual student will not change any details of the student in the “ISN Locator
Database”. To change district or building number of a student, the student information would
need to be entered online through the “Enter Individual Student” function or uploaded in a
batch file and processed through the “State ID” System.

Be aware that any search performed in the “State ID” application will create an entry into
Usage Analysis tables with the details of search date & time, user login ID, and the search
values entered. Unusual or excessive search requests will be investigated.
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QUICK GUIDE TO DOWNLOADING OUTPUT BATCH FILES

PwpNPE

8.

9.

Log into www.edinfo.state.ia.us (BEDS website)
Click “State ID” button
Click “Extract & Download Batch” button
Enter/Select filtering criteria to limit the number of batches displayed
* “From” Date [batches uploaded from this date only will be considered]
* “To” Date [batches uploaded up to this date only will be considered]
» Download Type [only the batches that are currently in the selected processing
stage will be considered]. Possible values are:
i. IDs Assigned — Fully processed batch files (“State ID” assigned)
ii. Errors To Fix — Batch files that have pending validation errors to be fixed
iii. “Near Matches/Duplicates to Resolve” - Batch files that have student
records waiting to “Resolve Near Matches/Duplicates”.
Click “Submit”. System will display the list of batches that matches the selected filter
details
Click the “Extract” button of a desired batch, to extract. System will extract a file
containing the selected type of records and show a link to the extracted file.
Download the file and verify
. Through a web browser by double clicking on the link
. To download the file
o Right click on link provided. Select “Save Target As . . .”
0 Select location to save your download on your computer from the
“Save In:” dropdown at the top of the “Save As” screen.
o Change the download filename in “File name:” box, if you desire.
o Click “Save”.
o Click “Open” to view and verify the downloaded file or “Close”
Select “State ID Home” or “Return to State ID Home” to return to the “State ID” main
page.
Select another function or press EXIT on “State ID” page.

10. Select EXIT in the Application Menu to log out.
11.Close the Browser
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